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D R A F T LR A F I
(6 March 1954)

LN 42-120-1
10 Notice CORRES PONDENCE
LV 42=120-1 (date)

SUBJECT: Correspondence submitted to the Director and his Deputies

1., All persomnel of lLogistics Office originating, preparing,
processing, reviewing or comcurring in correspondence prepared for
submission to the DCI, DDCI, DD/A, DD/I, DD/P, Director of Traingng,

—A-sséaf:&)‘b—nhootar for Communications and AD for Personnel, are
réqueated to review the following Agency regulatory matier:

a, Agency Correspondence Manual dated April 1952

b. Regulation oncurrences"

c. CIA Notice dated 28 February 1953, "Preparation
of Correspondence

d. P60 Imstruction dated 2 March 1953, "Correspondence
Procedure”

e, CIA Notice dated 19 June 1953, "Correspondence
of the Depy .

f. CIA Notice dated 9 September 1953, "Staff
Papers"

g#. Regulation 9 October 1953, "Steff Studiest

2. In brief summaTy:
a, The provisions of CIA Regulation "3taff Studies", STATINTL

aled
applyin principle to letters or other typee of material submitted

to the Director and others mentioned above, o I
DeL o DPCL hite
b. If material is to be signed by the Bireeter, two tile copies

are required km for the signer {ome—be=bu—theyeiiow-offieteai-Tite B
: C—I DD C |
cop#s) plud two file copies for the DD/A, If addressed to the gsem
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\r'\‘" copies
for & approval, amwesdigimeleand two¥filas/are required; plus onefxoe-ﬂ
for each concurring official.

c, Signature and title of the originator, concurrences, qualifi-
cations, or non-concurrences shall be evidenced in writing on the

S and £lad O Bar e b L e ODPC]T,
. ile copy of -s=¥$mgt correspondence Ff—for—the Dirsctorts”

signature, such-evidence-shall appear on-theoffiecial file-copy and on—
one white tisaue file-eopy. (Written eviderveon tyg copiss 13 HGL |

3, Smxm Provisions of the referenced regulations have been
disregarded in some instances })y this Officg, It is particularly
important thatiftaff papera“prepared :2 emergencies or on a crash

L/M A—wﬂéy o e crintlens >
basis, #e in proper format and ¢ pletely coordinated//in er to
ensure axpeditioﬁs processing through official channels without the

necessity of return or retyping to complete details,

FOR THE CHIEF OF LOGISTICS:

25X1A9A

10/AS/GM (6 March 19545
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